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SUMMARY  OF  RECOMMENDATIONS 

As  a  separate  section  in  the  front  of  each  audit  report  we  include  a 
listing  of  all  recommendations  together  with  a  notation  as  to  whether 
the  agency  concurs  or  does  not  concur  with  each  recommendation.   This 
listing  serves  as  a  means  of  summarizing  the  recommendations  contained 
in  the  report  and  the  audited  agency's  reply  thereto  and  also  as  a  ready 
reference  to  the  supporting  comments.   The  full  reply  of  the  Department 
of  Community  Affairs  is  included  in  the  back  of  this  report. 
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Carefully  review  all  travel  claims  before  payment.  3 

Agency  Reply:   Concur.   See  page  8. 

Establish  standards  which  require  employees  to  document 

the  nature  of  each  trip  taken.  3 

Agency  Reply:   Concur.   See  page  8. 

Require  adequate  documentation  that  each  airline  ticket 
has  been  used  before  payment  is  made  to  the  travel 
agency.  3 

Agency  Reply:   Concur.   See  page  8. 

Seek  reimbursement  from  the  National  Center  for  Community 
Action  for  those  expenses  incurred  by  the  administrator 
during  his  travel  associated  with  NCCA.  5 

Agency  Reply:   Concur.   See  page  9. 

Control  telephone  credit  cards  and  maintain  a  log  of  out-of- 
state  long-distance  calls  and  compare  telephone  bills  to 
this  log  before  approving  pajonent.  6 

Agency  Reply:   Concur.   See  page  9. 
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The  Legislative  Audit  Committee 
of  the  Montana  State  Legislature: 

Transmitted  herewith  are  the  results  of  our  review  of  travel  and 

certain  administrative  expenses  of  the  Human  Resources  Division  of  the 

Department  of  Community  Affairs.   We  performed  the  review  at  the  direction 

of  the  Legislative  Audit  Committee  to  determine  the  validity  of  certain 

allegations  concerning  the  areas  of  travel  abuse  and  the  misuse  of 

telephone  credit  cards. 

Respectfully  submitted, 

Morris  L.  Brusett,  C.P.A. 
Legislative  Auditor 
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COmENTS 
GENERAL 

The  former  administrator  of  the  Human  Resources  Division  was,  in 
May  of  this  year,  removed  from  his  position.   According  to  the  director 
of  the  Department  of  Community  Affairs,  the  administrator  was  relieved 
of  his  duties  because  of  his  inability  or  unwillingness  to  comply  with 
agency  policies.   Many  questions  have  since  arisen  concerning  the  former 
administrator's  travel  and  other  individuals'  misuse  of  telephone  credit 
cards  assigned  to  the  Human  Resources  Division. 
REVIEW  OF  TRAVEL  CLAIMS 

Our  review  of  travel  claims  and  certain  administrative  expendi- 
tures, for  a  two-year  period,  disclosed  significant  weaknesses,  both  in 
the  preparation  and  the  review  of  travel  vouchers. 

In  many  cases,  the  administrator  did  not  adequately  document  the 
nature  of  his  travel.   This  lack  of  documentation  stems  from  the  fact 
that  the  department  did  not  require  the  administrator  to  provide  written 
explanations  for  each  trip.   Many  of  the  travel  vouchers  disclosed 
incomplete  travel  details,  unexplained  excessive  personal  car  mileage, 
duplicate  airplane  tickets  paid  for  by  the  department ,  and  duplicate 
reimbursements. 
ADMINISTRATOR'S  TRAVEL 

The  administrator  of  the  Human  Resources  Division,  as  a  part  of  his 
job,  traveled  extensively  both  in-state  and  out-of-state.   From  our 
review  of  his  travel  claims  certain  discrepancies  were  revealed. 

We  found  several  instances  where  two  airline  tickets  for  the  same 
trip  had  been  purchased  for  use  by  the  administrator.   In  each  case,  a 
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portion  of  the  flight  was  duplicated.   This  duplicate  portion  was  neither 
used  nor  was  it  properly  credited  back  to  the  account  of  the  Department 
of  Community  Affairs. 

We  discussed  this  discrepancy  with  the  administrator.   He  advised 
us  that  the  tickets  had  not  been  used.   Since  a  cash  refund  is  not 
available  on  tickets  purchased  with  transportation  purchase  orders, 
these  tickets  should  have  been  credited  to  the  Department  of  Community 
Affairs'  account. 

Also,  there  were  instances  where  travel  details,  as  reported  on  the 
administrator's  travel  claims,  did  not  coincide  with  his  monthly  time 
summary  or  information  supplied  by  the  airlines.   For  instance,  the 
administrator's  travel  claim  for  December  1975  indicated  that  he  drove 
to  Bozeman  and  returned  to  Helena  on  December  3.   He  was  reimbursed 
$25.56  for  use  of  his  personal  car  and  $8  for  meals.   His  December  1975 
time  summary,  however,  showed  that  the  administrator  took  sick  leave  on 
this  date.   The  administrator  explained  that  he  had  been  called  back  to 
work.   According  to  the  administrator  this  was  not  an  unusual  occurrence 
to  be  called  back  to  work  during  his  time  off. 

Personal  car  mileage  reimbursements,  as  claimed  by  the  adminis- 
trator, were  in  many  instances  far  in  excess  of  the  actual  distance 
between  destinations  listed.   It  is  reasonable  that  additional  miles  be 
included  for  travel  within  a  city,  but  the  administrator's  travel  claims 
showed  an  unreasonably  large  number  of  extra  miles  driven  with  no  expla- 
nations of  other  areas  visited.   For  instance,  the  administrator  during 
a  four  day  trip  to  Havre  and  Great  Falls  drove  an  extra  245  miles.   The 
administrator  explained  that  he  did  not  normally  list  on  his  travel 
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voucher  each  location  visited  during  a  trip.   During  this  particular 
trip  to  Havre  and  Great  Falls  additional  visits  were  made  to  Harlem  and 
to  the  Rocky  Boy  Reservation. 

Although  we  noted  a  number  of  inadequately  supported  travel  claims, 
we  did  not  determine  that  the  administrator  received  any  unauthorized 
benefits.   The  responsibility  for  review  and  approval  of  travel  claims 
rests  with  the  department.   The  department  should  carefully  review  all 
travel  claims  submitted  and  return  incorrect  vouchers  to  employees.   The 
number  and  type  of  errors  disclosed  during  our  review  indicate  serious 
internal  control  weaknesses  over  travel  expenditures. 

RECOMMENDATION 

Vie  recommend  that  the  department: 

1.  Carefully  review  all   travel  claims  before  payment. 

2.  Establish  standards  which  require  employees   to  document 
the  nature  of  each  trip   taken. 

2.        Require  adequate  documentation   that  each  airline   ticket 
has  been  used  before  payment  is  made   to   the  travel 
agency. 
TRAVEL  ASSOCIATED  WITH  THE  NATIONAL  CENTER  FOR  COMMUNI T^  ACTION 

The  administrator  made  several  trips  to  attend  the  National  Center 
for  Community  Action  (NCCA)  meetings.   Since  the  Human  Resources  Division 
received  a  $3,500  grant  from  the  federal  Community  Service  Administration 
(CSA)  to  cover  various  travel  expenses  of  the  administrator  while  per- 
forming his  duties  as  chairman  of  the  National  State  Economic  Opportunity 
Office  (SEOO),  and  because  the  NCCA  is  a  CSA-funded  organization,  tlie 
administrator  believed  that  the  expenses  incurred  during  these  trips 
should  be  paid  by  the  Human  Resources  Division.   When  we  spoke  with  the 
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business  manager  for  NCCA,  she  stated  that  the  center  had  been  willing 
to  pay  for,  and  in  fact  did  pay,  certain  of  the  administrator's  travel 
expenses  when  he  attended  these  meetings. 

According  to  the  business  manager,  the  administrator  attended  four 
NCCA  meetings.   We  compared  information  received  from  the  center  to  the 
administrator's  travel  vouchers.   Our  review  disclosed  the  following 
instances  where  his  claims  for  reimbursement  duplicated  his  reimburse- 
ment from  NCCA. 

On  March  10,  1976,  TPO  //1198  was  used  to  purchase  the  administrator 
a  ticket  from  Helena/Chicago/Washington,  D.C. /Helena.   He  flew  to  Wash- 
ington, D.C.  on  the  16th  to  attend  a  NCCA  meeting.   On  the  adminis- 
trator's March  1976  travel  voucher,  he  claims  $166  in  reimbursement  for 
lodging,  meals,  and  miscellaneous  expenses  from  the  16th  through  the 
18th.   However,  NCCA  records  show  that  they  paid  him  $42  a  day  for 
lodging  and  meals  for  the  16th  through  the  18th.   Their  records  also 
show  that  they  paid  for  one  half  of  the  airline  ticket  amounting  to 
$170.25. 

On  September  10,  1976,  TPO  #1628  was  used  to  purchase  a  ticket  from 
Helena/Virginia/Washington,  D.C. /Helena  for  the  administrator.   His 
travel  voucher  for  September  shows  that  he  flew  to  Virginia  on  the  13th. 
He  claimed  both  meals  and  lodging  amounting  to  $227.84.   NCCA  records 
show  that  they  reimbursed  the  administrator  $356.00  for  airfare,  and 
paid  the  hotel  $124.81  for  his  lodging  expense. 

We  were  informed  by  NCCA  that  they  had  received  a  personal  check  on 
March  22,  1977  from  the  administrator  for  $734.19.   According  to  the 
business  manager,  she  was  unable  to  determine  the  specific  costs  that 
the  administrator's  reimbursement  covered. 
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From  the  information  gained  from  the  National  Center  for  Community 
Action,  it  appears  that  the  administrator  was  being  reimbursed  a  second 
time  for  his  travel  costs  and  that,  through  his  March  1977  payment,  he 
was  paying  the  center  for  all  or  part  of  those  duplicate  reimbursements, 
several  months  after  NCCA  and  the  Department  of  Community  Affairs  had 
both  paid  for  the  travel. 

Since  NCCA  was  willing  to  pay  the  travel  expenses  for  the  adminis- 
trator, the  repayment  should  have  been  made  to  the  Human  Resources 
Division.   The  business  manager  at  NCCA  stated  that  this  money  could  now 
be  obtained  from  the  center  at  the  request  of  the  Human  Resources  Division. 

RECOMMENDATION 

We  recommend  that  the  department  seek  reimbursement  from  the 

National  Center  for  Community  Action  for  those  expenses  incurred 
by  the  administrator  during  his   travel  associated  with  NCCA. 
TELEPHONE  USAGE 

During  our  review  of  travel,  we  also  noted  certain  discrepancies  in 
the  usage  of  telephone  credit  cards. 

In  the  Department  of  Community  Affairs  many  individuals  and/or 
divisions  are  assigned  telephone  credit  cards  for  use  in  making  long- 
distance calls.   Before  payment  of  the  bill,  the  Centralized  Services 
Division  requires  that  the  person  or  division  accountable  review  and 
approve  the  bill.   However,  the  department  does  not  require  the  mainten- 
ance of  records  to  verify  that  long-distance  calls  are  for  state  business. 
Therefore,  the  procedure  of  reviewing  the  bill  is  only  partially  effective, 

A  specific  instance  brought  to  our  attention  by  the  Department  of 
Community  Affairs  Involved  the  telephone  credit  card  of  an  employee  of 
the  Human  Resources  Division.   During  this  employee's  leave  ol  absence 
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from  DCA,  it  appears  that  several  individuals  working  with  him  used  the 
credit  card  for  both  state  and  personal  calls.   These  bills  were  reviewed, 
approved,  and  paid  by  the  Department  of  Community  Affairs. 

The  department  should  require  the  documentation  of  all  out-of-state 
long-distance  calls  including  a  record  of  the  person  called  and  the 
reason  for  each  call.   If  a  log  were  maintained,  it  would  provide  control 
over  out-of-state  long-distance  calls.   The  Centralized  Services  Division 
should  compare  these  records  with  the  telephone  bills  before  authorizing 
payment.   Any  apparent  misuse  should  be  brought  to  the  attention  of  the 
administrator  of  the  appropriate  division  or  the  director  of  the  department 

RECOmEWATION 

VJe  recommend  that  the  deipartment  control   telephone  credit  cards 
and  maintain  a  log  of  out-of-state   long-distance  calls  and 
compare  telephone  hills  to  this   log  before  approving  payment. 
FINAL  COMMENTS 

We  have  reviewed  the  comments  and  recommendations  contained  in  this 
report  with  the  Director  of  the  Department  of  Community  Affairs  and  his 
staff,  and  with  the  former  Administrator  of  the  Human  Resources  Division. 
The  full  text  of  the  department's  response  to  this  report  begins  on  page 
7. 

We  wish  to  express  our  appreciation  to  the  Director  and  his  staff 
for  cooperation  and  assistance  during  this  review. 
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AGENCY   REPLY 
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MONTANA  LEGISI ATIVE  AIJDIfOR 


MEMORANDUM 


TO: 


FROM: 


RE; 


Morris  L.  Brusett 
Legislative  Auditor 

Harold  A.  Fryslie,  Director 
Department  of  Community  Affai 


Report  on  Review  of  Certain  Travel  and  Administrative 
Expenses  -  December  1977 


Attached  is  the  response  of  the  Department  of  Community  Affairs  to 
the  recommendations  made  by  your  office  in  the  above-referenced 
audit. 

If  you  have  any  questions  please  do  not  hesitate  to  contact  me. 

/njk 

Attachment 
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RECOMMENDATION  -  page  3 

We  recommend  that  the  department: 

1.  Carefully  review  all  travel  claims  before  payment. 

2.  Establish  standards  which  require  employees  to  document 
the  nature  of  each  trip  taken. 

3.  Require  adequate  documentation  that  each  airline  ticket 
has  been  used  before  payment  is  made  to  the  travel  agency. 

RESPONSE 

1.  We  concur  with  the  recommendation. 

The  department  has  implemented  procedures  to  insure 
uniform  compliance  with  state  travel  regulations. 

2.  We  concur  with  the  recommendation. 
See  response  to  #1. 

3.  We  concur  with  the  recommendation. 

The  department  has  implemented  procedures  to  insure 
that  payment  is  not  made  on  unused  airline  tickets. 

RECOMMENDATION  -  page  5 

We  recommend  that  the  department  seek  reimbursement  from  the  National 
Center  for  Community  Action  for  those  expenses  incurred  by  the 
administrator  during  his  travel  associated  with  NCCA. 
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RESPONSE 

We  concur  with  the  recommendation. 

The  department  will  submit  a  bill  to  the  National  Center  for  Community 
Action  for  reimbursement  for  the  state's  cost  of  four  trips  dated 
March  16,  1976,  September  14,  1976,  March  2,  1977  and  May  16,  1977. 

RECOMMENDATION  -  page  6 

We  recommend  that  the  department  control  telephone  credit  cards 
and  maintain  a  log  of  out-of-state  long-distance  calls  and 
compare  telephone  bills  to  this  log  before  approving  payment. 

RESPONSE 

We  concur  with  the  recommendation. 

The  department  has  developed  a  log  to  properly  insure  that  all 
long-distance  telephone  calls  are  justified  and  approved  before 
payment  is  made. 
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